Northwestern | FACILITIES CONNECT

WAREHOUSE & INVENTORY
WAREHOUSE

PURCHASE ORDER RECEIVING

Provides guidance for how create a receipt for Purchase Orders using the On The Go! application.

DIRECTIONS:
From the On The Go! (OTG!) Home Screen click on the Purchases to Receive screen.

eCIFM® On The Gao!
My Tasks Timesheets
due today over due recently hours today hours this week create time entry
completed

Assets Inventory Items

on active tasks on task with warranties on hold inventory item
purchases to
receive

Pinned

The Purchase Order Receiving home page will populate.

1:07PM Tue Feb 10 = 62% @ )

Purchase Order Receiving

TO RECEIVE RECENTLY RECEIVED

Purchases To Receive v e

Sorted by PO ID v @
Q Search m

#PUR2283461 Due 09/16/2025
JC LICHT, LLC - 0000132511

BLK

09/16/2025 Completed 8
#PUR2283383 Due 09/15/2025
ZORO - 0000120991

ONL

09/15/2025 Completed Z8
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Northwestern | FACILITIES CONNECT

WAREHOUSE & INVENTORY

WAREHOUSE
PURCHASE ORDER RECEIVING

DIRECTIONS:

Enter or scan the Purchase Order (PO) number

Purchase Order Receiving

TO RECEIVE RECENTLY COMPLE

Q, 1000021 X @

[T#7000021 02/04/2025

W.W. Grainger
Replacement Filters

Revision In Progess Zil

Select a purchase order from the list

n Click directly on the PO or the Details tab to get details

1:08PM Tue Feb 10

PO #PUR2283199 3
STATUS PO DATE
Completed 09/15/2025
V BILL TO 09/15/2025
sesaes usp

E 2 )

Line items Receipts

|| Details |
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Northwestern | FACILITIES CONNECT

WAREHOUSE & INVENTORY
WAREHOUSE

PURCHASE ORDER RECEIVING

DIRECTIONS:

5 To review Line Items, click the Line Items tab at the bottom

1:08PM Tue Feb 10

4 —>  Purchase Order Receiving

PO #PUR2283199 S

Line Items

Q Search >

1. Leviton Straight Blade Duplex Receptacle, 20 A, 125 VAC,P006163
2 Pole, 3 Wire, Heavy Duty Grade, Grounding, Back and Side

Wired, Brown

Rate $2.58 USD Ordered 3 each
ltem ID #P006163 - EVELEC [F] ;:;2';:33::3:
P006163 - EVELEC: RECEPTACLE, 3WIRES DUPLEX 2PL

Outstanding 3 each
204 120V BROWN STEINER# 27094 Mfr# HBL5362
EVELEC - B125-7

1012 (14)

2. Philips ALTO Plug-In Compact Fluorescent Lamp, Double P005307
Tube Lamp Shape, 13 W, 4-Pin (G24qg-1) Lamp Base, 4100 K

Color Temperature

Rate $8.15 USD Ordered 10 each
ltem ID #P005307 - EVELEC [ e
PO05307 - EVELEC: LAMP, CFL 4 PIN 13W.

Outstanding 10 each
F13DBX/841/ECO/4P GRAINGER# 1PGWS
EVELEC - B303-2

3. Mulberry Toggle Wallplate, 1-Gang, Standard Size, 430  P028274
Stainless Steel, Silver
Rate $1.65 USD Ordered 5 each

ltem ID #P028274 - EVELEC [ D“:;‘“ﬁ';::g::i:
P020274 - EVELEC: PLATE, WALL 1 SWITCH MIr Part#  gurctanding 5 each

97071
EVELEC-B127-11

4. 3M Performance Plus General Purpose Winged Twist-On P007312
Wire Connector, 22 to 12 AWG Wire, Orange/Blue, Pouch of

100

Rate $0.07 USD Ordered 500 each

ltem 1D #P007312 - EVELEC [ Received 0 each

Damaged 0 each
P07 R ONMEGEOR QRN GE /BLUE, 01120 ding 500 sach
am g

- # 5779

s 4

B a= a
Detail Receipts

Line Items

To add a Receipt, click the Add icon.

1:09PM Tue Feb 10

& - Purchase Order

PO #PUR2283199

Receipts

No data to display.
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Northwestern | FACILITIES CONNECT

WAREHOUSE & INVENTORY
WAREHOUSE
PURCHASE ORDER RECEIVING

DIRECTIONS:

1:09PM Tue Feb 10

Features in Receipts: )
7 Create Receipt PO #PUR2283199 X
CONNEXION - 0000103088
@ addaphoto
09/15/2025

RECEIVED ON

° Adjust inventory
o Take Picture @ Attach From Library

a Record damaged items

Items

Q_ search m E

1. Leviton Straight Blade Duplex Receptacle, 20 A, 125 VAC,P006163
2 Pole, 3 Wire, Heavy Duty Grade, Grounding, Back and Side

Wired, Brown

Rate $2.58 USD Ordered 3 each
tem ID #P006163 - EVELEC [

P006163 - EVELEC: RECEPTACLE, 3WIRES DUPLEX 2PL 20A

120V BROWN STEINER# 27094 Mfr# HBL5362

EVELEC - B125-7

RECEIVED
° — 3 each
DAMAGED

o —: [0 each 4

To adjust the items received, either click the + or — key to manually adjust the item numbers, or click the center of the box to
trigger the numeric keypad.

10f2(14)

1:09PM Tue Feb 10

Create Receipt PO #PUR2283199 X

nems

Q_ Search @ &« |nfz(14)

1. Leviton Straight Blade Duplex Receptacle, 20 A, 125 VAC,P006163
2 Pole, 3 Wire, Heavy Duty Grade, Grounding, Back and Side
Wired, Brown
Rate $2.58 USD Ordered 3 each
Item ID #P006163 - EVELEC Z
P006163 - EVELEC: RECEPTACLE, 3WIRES DUPLEX 2PL 20A
120V BROWN STEINER# 27094 Mfr# HBL5362
EVELEC - B125-7
OUTSTANDING
0 each

RECEIVED

0 each -

2. Philips ALTO Plug-In Compact Fluorescent Lamp, Double P005307
Tube Lamp Shape, 13 W, 4-Pin (G24g-1) Lamp Base, 4100 K
Color Temperature
Pata 43 15 1SN Ordared 10 each
[P Ty il
CANCEL SET
0 @ X
1 2 3 Lch
4 5 6
7 8 9 +
0
+
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Northwestern | FACILITIES CONNECT

WAREHOUSE & INVENTORY

WAREHOUSE
PURCHASE ORDER RECEIVING

DIRECTIONS:

Once all adjustments have been made, click Issue Receipt.

110PM Tue Feb 10

Create Receipt PO #PUR2283199 X

nenis

Q_ search m <«

1. Leviton Straight Blade Duplex Receptacle, 20 A, 125 VAC,P006163
2 Pole, 3 Wire, Heavy Duty Grade, Grounding, Back and Side
Wired, Brown
Rate $2.58 USD Ordered 3 each
Item 1D #P006163 - EVELEC r_|7|
P006163 - EVELEC: RECEPTACLE, 3WIRES DUPLEX 2PL 20A
120V BROWN STEINER# 27094 Mfr# HBL5362
EVELEC - B125-7
OUTSTANDING

0 each
RECEIVED

— 3 each |-
DAMAGED

— 0 each 4

2. Philips ALTO Plug-In Compact Fluorescent Lamp, Double P005307
Tube Lamp Shape, 13 W, 4-Pin (G24q-1) Lamp Base, 4100 K
Color Temperature
Rate $8.15 USD Ordered 10 each
Item 1D #P005307 - EVELEC r_,;‘
P005307 - EVELEC: LAMP, CFL 4 PIN 13W;
F13DBX/841/ECO/4P GRAINGER# TPGWS5
EVELEC - B303-2
OUTSTANDING

each
RECEIVED
— 10 each -
DAMAGED
— 0 each

CANCEL m ISSUE RECEIPT

10 Confirm Issue Receipt, and click Yes.

110PM Tue Feb 10

Issue Receipt

Once you issue a receipt, it cannot be edited. Are you sure you want to
issue this receipt?
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Northwestern | FACILITIES CONNECT

WAREHOUSE & INVENTORY
WAREHOUSE
PURCHASE ORDER RECEIVING

DIRECTIONS:
The Purchase Order confirmation will appear once the receipt has been issued.

1:10PM Tue Feb 10

= & - Purchase Order Receiving

PO #PUR2283199 " I
Receipts e
02/10/2026 Issued
#NOT YET ASSIGNED Received 13
Received By Lyne,Gregory P Damaged 0

v1.2 (Updated 2.01.26) © 2023 Northwestern University Page | 6



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6

